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BW/BI Report Context Menu - Overview

The BW/BI Report Context Menu section provides an overview of context menu functions available for
BW/BI Custom Reports.

Topics covered in this section include:

BW/BI Report Context Menu
Back

Goto

Filter

Settings

Change Drilldown
Bookmark

Properties

Sort

VVVYVVYVYYVYVYVYVYY

Section 8: General Topics / BW/BI Report Context Menu 2



BW/BI Report Context Menu

The BW/BI Report Context Menu provides the user with the ability to perform various analysis such as setting
filters, restrictions, exceptions, sorting, etc. The context menu can be accessed by clicking on a report item
such as a key figure or characteristic. Context menu options vary depending on the report item selected.

Position ! Personnel Master Listing
Dizplay As Table ﬂ Infurmatinn| Send| Print Version | Export to Excel | Comments
~ Columns Job = Position =
" Key Figures e T 71026322 PUBLIC PRINTER
oto
L Fitter v RESE Eeaeaeas —~
« Job ° ChangeDrildown  »[AGER 71026542 EMS02 PLANT MANAGER/ T ————— \I
= —_——_— T T T e e e oto
* Position Broadcast and Export # ——— 71029936 ~ EMS02 BRO-PLANTRANAG |
* Organizational Unit Save View T~ mesul_ Fiter ’ |
e | e e i, Change Drilldown Mo
- 5 Properties r WANAGER 71028351 EMS01 PRT BUSINESS iﬁiN Broadcast and Export »| |
Documents r Result Save Vi I
= Pay Scale Group Sort Job b | ave View |
< P tmde 3 e AND PRODUCTION SERVICES MGR 71028532 EMS01 PRODUCTION SUPPQ |
I .
= Free characteristics Result | Properties Mo
. . . DLOGY MANAGER T1026323 EMS02 OPERATIONS WA Documents Mo
Right click a report result item or column T" cort Job Al
. . T1029595 EMS02 PRINT SERVICES WA ort.Jo
heading to view the context menu for that \ //
. . . Rezult N ] | _
item. In this example, the column heading S
« ” ENTER MANAGER 71026505 EMS01 DATA CENTERNARIABLE PRINT MANAGER
Job” was selected.
Result
50000050 PRT BINDERY MANAGER 71026543 EMS01 BINDERY MANAGER
Result
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BW/BI Report Context Menu

The table below describes the Context Menu options in more detail. Context Menu options vary depending
on the report item selected (for example, Hierarchies, Characteristics or Key Figures).

Back One Navigation Step

Choose Back to undo a navigational step in a report such as filtering on a specific value.

Back to Start

Choose Back to Start to undo all navigational steps in a report.

Keep Filter Value

Choose Keep Filter Value to see only the data for a characteristic value. The characteristic value itself is removed
from the drilldown.

Select Filter Value

Choose Select Filter Value to filter report results according to a value that is selected from a list of values.

Change Drilldown/Remove
Drilldown

Choose Remove Drilldown to remove a characteristic from the drilldown.

Sort Job

Choose Sort Job to sort structural component values in ascending or descending order.

Goto

Choose Goto to access sub reports from a main report.

Broadcast and
Export/Bookmark

Choose Bookmark to save report settings once user defined settings have been applied.

Change Drilldown/Swap

Choose Swap With to swap a characteristic with another characteristic.

Swap Axes

Choose Swap Axes to swap the axes of the report results. This action will swap the Key Figures to display in rows
and the Characteristics to display in columns.

*Broadcast and Export/CSV

Choose Export to CSV... to export the report to a Comma Separated Values file (.csv)

Properties

Choose Properties to change settings for a characteristic or key figure.

Filter/Variable Screen

Choose Variable Screen to display the report variables.

* Exporting topics are covered in a separate section
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Back / Back to Start

The Back One Navigation Step / Back to Start context menu items allow the user to undo navigational
steps (drilldowns, filters, etc.) that have been applied to report results.

The example below shows the report with the Gender column removed to show how to use the Back
context menu item to return Gender to the report results.

To use the Back command and undo a navigational step:

Display As Table ﬂ In formation | Send || Print Version || Export to Excel| C
1. From the report results, click any item - coume T —
#ofEmployees  ~
. = Key Figures
in the report results to open the context - Rows ersonmel Area s =T comic orgn s
' ::"""E' A3 1110 Dept of Personnel Female | 10/MNot assigned 7
men U . . Eth:li:rl)rigin American Indian/Alaskan 1
~ Free characteristics Asian or Pacific lslander [
. . . = Organizati T
2.  Click Back One Navigation Step. Minorty istriuton
Full Time Classified . Minority Distribution
# of Employeez - Display As Table ﬂ Informaticn | Send | Print Version | Export to Excel | Comments
Personnel Area = Ethnic Origin = - cD\umn§ ;“;'fgmlg)‘t:fﬂd a
1110 Dept of Persopas SFres
¥ | Back One Navigation Step ~ R Personnel Area = Ethnic Origin =
Filter P Backto Start P REEETIEAE 1110 Dept of Perzonnel 10/Mot assigned 7
= Ethnic Origin . .
Change Drildown » [ander ———— American Indian/Alaskan 1
Broadeaat-ana-mrnpan H)T = Gender Asian or Pacific Islander g
Save View Full Time Classified - nal Unit Black/Mot Hispanic origin 7
#ofEmployees 7 FETETE z
Properties N of White/Not Hispanic origin 83
Calculations and Translations ¥ Perzonnel Area = Gender s  Ethnic Origin & Result 108
. N 1111 Information Services Division  10/Not assigned 1
1111 Information S&r Documents » 1110 Dept of Personnel Female 10/Not aszigned 7
Asian or Pacific lslander T
Saort Perzonnel Arsa ¥ lan American Indian/Alaskan 1
BlackNot Hispanic or Asian or Pacifc llander 5| Result: The Gender column
Hizpanic Black/Not Hizpanic origin 3
tiepenic has been added back into
White/Mot Hizpanic origin 66
Resut «| the report results.
Male American Indian/Alaskan
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In this example, the a report is displayed with several fields

removed from the report results.

To undo several navigational steps and return the report to

its
original state:

Back / Back to Start

Display As Tabls

* Columns
= Key Figures
~ Rows
= Personnel Area
~ Free characteristice
= Ethnic Origin
= Gender

= Organizational Unit

j Infnrmatiun| Send || Print Version | Export to Excel | C

Personnel Area &
1110
Al

Dept of Perzonnel
Infermation Services Division

Overall Rezult

Full Time Classified ..

Full Time Classified .
-

#ofEmployses  ~  Avg Salary
5
108 50,667
&8 67743
176 57,265

Report with fields removed

1. From the report results,
click any item to open
the context menu.

Personnel Area =
1110
1411 Informa:

Overall Result

2. Click Back to Start.

Dept of jg

Full Time Classified ..  Full Time Classifl
# of Employees

Fitter
Change Drilldown
Broadcast and Export

¥ Awg Salary

Save View

Display As Table
Properties 4
Calculationz and Translations » S @
Documents 4 - Key Figures
Sort Personnel Area 4 ~ Rows

| Area
= Gender

Result: All navigational steps have been removed and

the report is returned to its original state.
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= Ethnic Origin
¥ Free characteristics
= Organizational Unit

ﬂ Infnrmatlnn‘ Send [ Print Version | Export to Excel | Comments

Personnel Area =

1110 Dept of Personnel Female

Full Time Classified . Fl
#ofEmployees T A

Bender =  Ethnic Origin %
10/Not assigned

American Indian/Alaskan

Asian or Pacific lslander

Black/Not Higpanic origin

Hispanic

‘White/Mot Hispanic origin

Result

American Indian/Alaskan

Asian or Pacific lslander

Black/Not Hispanic origin

Hispanic

‘White/Mot Higpanic origin

Result

Result

1111 Information Services Divizion Female

Agian or Pacific lslander

wom =

Report restored to original state




Keep Filter Value

The Keep Filter Value context menu item allows the user to view report results for a specific value in the
results.

The example below show how to use the Keep Filter Value option to filter a report to include only those
records where Ethnic Origin is “Asian/PI”.

To use Keep Filter Value: Business area = Ethnic Origin = Gender = Total Employees =
1790 Dept of Enterprize Services 10 10/Mot assigned Ela-:k'_ ' , 9
Filter r | Keep Fiter Value
10/01  White/Mot Hizpanic o Ch Dirilld 3 i i
1 . FrOm the report ange Drilldown I(.eep Flrter‘-.:falue on Axis
) ) Broadcast and Export ¥ Fitter and Drill Down By ¥
results, right click the 10002 BlackiNot Hispanic o S3vE View Select Fiter Value
“Asian or Pacific Properties > | Remove Fiter Value
Istander” value in the 10003 Hispanic Calculations and Translations :"I'rﬂ”ﬂme Screen
Documents 4
. . . 2']
Ethnic Origin column o [ Ehic O |
i i nu'cl'l—rcm— 5
to open the context -
Male c4
menu. 10405 American Indian/Alazkan  Female 10
. Male 13
2. Select Keep Filter =
Owerall Result 1,028

Value.
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Result: Results will display Asian/Pl Ethnic groups only.

Keep Filter Value

Business area =

1790 Dept of Enterprise Services

Owverall Result

Results Before Filter

Ethnic Origin =

1004

1061

10402

10403

10404

10405

10¢/Not as=igned

White/Mot Hizpanic origin

Black/Mot Hizpanic origin

Hizpanic

Azian or Pacific lzlander

American Indian/Alazkan

Gender =
Female
Male
Female
Male
Female
Male
Female
Male
Female
Male
Female

Male

Total Employees =
]

5]

330

1,028

Businesz area =

Overall Result

Gender =

1790 Dept of Enterprize Services Female

Male

Total Employess &

65
54
119

Results After Filter: Display only Asian/PI counts

The Ethnic Origin column is removed from the
report results. The numbers for Ethnic Origin are
displayed.
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Adding Ethnic Origin back into the report results:

IO T & T T T TIw =Ty e L

Keep Filter Value

- Contract Ty_Back Businezs area = Gender = | Total Employees =
« Dizabled Ve A Select Fitter Value 17590 Dept of Enterprize Services  Female 442
= Duly Station Change Drilldown il Remove Fiter Value Male L35
* EEO Categm Broadcast and Export + | Variable Screen Overall Result 1,028
Save View
* Employes Gi
« Employes 5, Properties 3 Right click on Ethnic Origin in Free Characteristics, from the Context
- Employment Calculation= and Translationz ¥ Menu, select - Filter > Remove Filter Value
* Ethnicity Documents g Note: This only adds the total numbers back to the report, not the Ethnic
1 1 } P .
Ethnic Origin Sort Ethnic Origin Origin heading.
Display As |Table ~| _information | Send | Print Version | Export to Excel | Comments Business area & Ethnic Origin & Genders  Total Employees 5
1750 Dept of Enterprize Services 104 10/Mot as=igned Female k]
~ Columns Affirmative Action Flexible Reparting
Male §
= Key Figures Purpose: Provides number of emplovess by Afirmative Action categeqy.  The fexibla drill down options
=T in this report may highlight problem sreas whers efirmative sction eforts should e Dovsad or highlight 10401 White/Mot Hizpanic origin - Female 330
DWE arzzz of improvement whers sfirmative sction eforts were Boupsed. By deBult, this report vees the PraBored
- Business area Reace field which sliminstes multiple counts i mor= than one mce is checked in HRMS. Prefred Race is Male ATT
BenceX | o, cptons snd e st o e 5 . Edicie, o i Orsi s svilss 1 s e
o Tl i n opti =hility to 3 3 icify, of i igin zre avai in i) i i i
. T e e ey T : BRRiEi £in 10402  Black/Not Hispanic origin =~ Female 11
= Age in Years AT i
= Anniversary Date 10403 Hispanic Female 17
= Appointment Date Male 20
= Appointment Percent X X
e 10404 Asian or Pacific lslander Female 85
= Calendar Year/Month Male 54
piCaE i d 10405 American Indian/Alaskan Female 10
= Challenge Indicator
. Male 13
|- Ethnic Origin | Overall Result 1,028
If necessary, you can click any column header and select Back to
Start from the context menu to return the report to its original state.
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Select Filter Value

The Select Filter Value context menu item allows the user to select a filter from a list of filter options.
The example below shows how to use Select Filter Value to filter for a specific Ethnic Origin

To use Select Filter Value:

1. From the report results, click the column header to
filter by (this example uses Ethnic Origin).

2. Click Select Filter Value from the context menu.

3. From the Select Filter Value screen, Asian or Pacific

Islander.
4, Click Add and OK.

Result: Results will display Ethnic Origins identified as
Asian or Pacific Islander only and keep the header in the

report results.

Perzonnel Area = Gender % Ethnic Origin &
1110 Dept of Personnel Female Agian or Pacific lelander
Result
Male Asian or Pacific lslander
Result
Result
1111 Information Services Division Female Agian or Pacific lslander
Result
Male Agian or Pacific lslander
Result
Resuit
Overall Result

Full Time Classified .
# of Employees

=~ N Rt N NS @

=
o

¥ Awvg Salary

Full Time Classified .
S

3
49,662
49,862
32,970
32,970
45,489
85,125
85,125
54,728
64,728
65,726

54,933
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Gender s  Ethnic Ori=~* <
Back
Female 10/Not az a6 642
Ameficar Change Drildown b Remove Fiter value Pi468
Agzian or  Broadcast and Export ¥ | ariable Screen B 652
BlackMo' Save View 3 42,500
Hizpanic )
Properties 3
White/Mo 0310y iations and Translations #| 58 49,993

Select values for Ethnic Origin (0ETHN_ORIG)

Show tool: |Single values j Show view: Al j
All Selections
Maximum | 1000 Refresh ]

Ethnic Origin Text = Type Description

T J =| Asian or Pacific Islander
10/Mot as=igned

|— Asian or Pacific Islander
Bt . S |

| Hizpanic Add R
[ White/Mot Hispanic origin Bl Remove

Enter a value for
Ethnic Crigin:

gﬂ Change Order | = 3

Cancel
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results.

The example below shows how to remove the drilldown on Business Area.

Remove Drilldown

The Remove Drilldown context menu item allows the user to remove a characteristic from the report

TO remove the dr]lldown: |Businessarea'3 Ethnic Origin % Gender >  Total Employees &
1730 Depl Dack ¥ | 0ot assigned Female 9
.
. o Change Drilldown ld Drill Down By 4
1. From the report results, click the Business —_— Brosdcastand Export | »_Swap dusiness area win » I 30
> Save View Remowve Drilldown 477
Area column to open the context menu. s Ry e i
Calculations and Translations » Wale 16
. . Documents » Hizpanic Female 17
2. Select Change Drilldown/Remove Drilldown. Sotsusnessares > s z s
nic Origin = Gender = Total Employees =
10/04  Asian or Pacific lzlan: 10 10/Mot assigned Female g
. . . . . Male 5
To add it back: right click Business Area in the Free 10005 American dianAlas| | e
Characteristic and select Change Drilldown/Drilldown by: Business Area has
. N 0 Il Result
Horizontal (Columns) or Vertical (Rows). = 1002 BlackMot Hispanid DEEN removed
e . . Tale 6
(Note: it will be placed at end of the section and you will need
to manually change it if you want it in a different sequence).
~ Free characteristics Ethnic Origin = Gender > | Business area & Total Employees =
: :::h':'e::nm 108  10/Mot assigned Female | 1790 Dept of Enterprise Services 9
= Appointment Date Male 1790 Dept of Enterprize Services &
e Mol Veloray _ EthnicOrgn S Gender®  TotalEmplayess® | | 10/01 White/Not Hispanic origin - Female | 1780 Dept of Enterprise Services 330
— 10 10t sssigne e : Male 1790 Dept of Enterprise Services 477
= Calendar vea _EC Male & . . . - .
- Cap.Utiiizatio s aag 10402 Black/Mot Hizpanic origin -~ Female 1780 Dept of Enterprize Services 11
ange Drilldown il own
* Challenge Indt g o dcast and Export Y| swap e ——— 477 Male 1780 Dept of Enterprise Services 18
= Contract Type ) — e 11
——. Save View Remove D
* Duty Station ¢ FTOPSiSs b Swap Axes ' - =
« EEO Category Calculations and Translations » | Hispanic Female 17 - r|
Documents » Male 20 |
= Employee Gro
- Employ by SU:[ Business area ¥ | Asian or Pacific Islander  Female 85 L4
= Employment Status Male 54 = Gender
= Ethnicity 10405 American Indian/Alaskan  Female 10 y
= Hire Date Male 13 I * Buziness area I

Business area %

1790 Dept of Enterprise Services  10/#

Ethnic Origin & Genders  Total Employess =
10/Mot assigned Female 9

Male (3

10/01  White/Mot Hizpanic origin  Female 330
Male 477

10/02 Black/Mot Hizpanic origin - Female 1
Wale 16
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Sort

The Sort context menu item allows the user to sort report items in ascending or descending order.

5

& 57114

1 63 453

L 45914

3 43 354

65 45 744
v Azcending by Text

Descending by Text
Azcending by Kevy (Internal)
De=cending by Key (Internal)

La—an—a-r —

The example below shows how to sort by Ethnic Origin
To sort a Characteristic: Ethnic Origi ;“EF N
10/Not aes Change Drilldown b
American | groadeast and Export 3
1. From the report results, click the Ethnic Origin e Save View
column to open the context menu. Black/Not t
. . Propertie=z k
: s . I Calculations and Tran=lations »
2. Select Sort Ethnic Origin = Descending by to Text. | umiemott I .
Rezult Sort Ethnic Origin K
American Indianf/Alaskan
Full Time Classified .
#0ofEmployees  ~
Perzonnel Areg = Gender=  Ethnic Origin =
1790 Dept of Enterprize Services Female White/Neot Hizpanic origin 86
Higpanic
. BlackiNet Hizpanic origin 3
ReSU'.t: The Ethn]c Aszian or Pacific lzlander G
Or]g]n W]ll be Sorted ]n 0 American Indian/Alaskan 1
Descending Order by 10/Not assigned 7
Text. Result 83
Male White/Not Hizpanic origin 1F
Hizpanic 2
BlackiNet Hizpanic origin 4
Aszian or Pacific lzlander 2
American Indian/Alazkan

Section 8: General Topics / BW/BI Report Context Men
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Command allows the user to access sub reports from the context menu.

Goto

Some BW/BI Custom Reports contain sub reports that are accessible from the main report. The Goto

The example below uses the Position/Personnel Master Listing report to describe how to use the Goto

command to run a sub report

Job & Position = Organizational Unit =  County =
S0000188 INFORMATION TECH SYSTEMSIAPR SPEC & TS et e S LS D T 4
To use the Goto command: | Goto *| Employees in Position
Fitter r
1. From the report results 7000 Change Drildown  »| DA *
. oy ’ Broadcast and Export »
click an Position to open .
7o0¢ SAVE View DA 34
the context menu.
. . Properties 3
2. Click Goto = Employees in = 7000 pocuments v | DA 34
Position. Sort Position b
FO081801 0115 A000NE1l OA 24
Employees in Position
Display As Tabls ﬂ Infl:lrrnatiun| S-End| Print Verzion | Export to Excel | Comments
¥ Columns
- Key Figures Position = Employee = Work Site 5 Job 3
* Hows 70006036 0132 9595939 DOEJANE M Thurston County  INFORM
= Ppzition Owerall Re=zult
= Fmnloves

Result: Display the employee for the selected position.

Section 8: General Topics / BW/BI Report Context Menu

13



Goto

The table below contains a list of BW/BI Custom Reports that provide Goto sub reports.

Report Name Goto Report

Employee History (see example on | » Employee Education Record
previous page) » Employee History Part 2
ZZPA_M03_Q431

Appointment Status Changes » Appointment Status Changes - Prior Month Status
ZZPA_MO03_Q494

Position - Personnel Master » Employees in Position
Listing Note: Employees in Position drills down to Employee Actions (see below)
ZZPAOS_C01_Q499

Employees In Position Sub-Report | » Employee Actions
(Sub-Report of Position - Personnel
Master Listing)

ZZPA_M03_Q499C

Employee Roster » Gender/Ethnic_Origin/Disability/Military/Veteran by Employee
ZZPA_MO03_Q231A » Cost Distribution by Employee
Position Statistics Report » Position Statistics - Position Fill Count

ZZPAOS_M03_Q516
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Swap Characteristics

The Swap Characteristics context menu item allows the user to swap the location of one characteristic

with another.

The example below report shows how to swap the Gender column with the Ethnic Origin column.

To Swap Characteristics:

Perzonnel Area o

1. From the report results, 1750

click the column header to

Dept of Enterprize Servi

- Gf""""""

Fitter
le= F4g

be swapped to open the
context menu.

Change Drilldown
Broadcast and Export F

Full Time Clazzified -
# of Employees

Full Time Claz=ified .
Avg Salary =

-

Cthmin Mricin %

2. Click Swap Gender with -

Ethnic Origin.

Save View Hemove Drildown
> Swap Axes Perzonnel Area
Properties * Key Figures
Calculations and Translations #
Documentz L4 86 49,744
Sort Gender k B4 50,393
Male American Indian/Alazkan

Cnenidim do Lol o

Result: Swap the Gender and Ethnic Origin columns.

LT e

Full Time Classified .. Full Time Clazzified .
# of Employees # of Employses =
Personnel Area o Gender =  Ethnic Origin &
1790 Deptof Enterprise Services  Female  10/Not assigned g | | Personnel Area o Ethnic Origin = Gender -
American Indian/Alazkan 1 1790 Dept of Enterprize Services 10/Not az=igned Female ]
Aszian or Pacific lzlander [ Re=zult &
Blagk/Mot Hispanic origi 3 . :
o Hispanic origin American India Fe 1
anic < V)
White/Mot Hizpanic origin 66 Hale
Result 34 Result 1
Before Swap After Swap

Section 8: General Topics / BW/BI Report Context Menu
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The Swap Axes context menu item allows the user to swap the columns and rows in the report results. For

Swap Axes

example, the user may want to view report characteristics in columns, rather than rows.

The example below shows how to
swap report axes.

Personnel & _ = =

. Back
To swap report axes: 750 Dept Lpo

1. From the report results, Change Drildown

Broadcast and Export

right click any item to open Save View

Remave Drilidown

Full Time Clagsified .

-

# of Employess

*“1% Ethnic Origin =
10/Mot assagned 8
Drill Dowwn By ¥ 1
Swap Parsonnel Area with » E

3
the context menu.
Properties b
: White/Mot Hispanic origin 66
2. Cl'ICk Change Calculations and Translations # o L
D lld /S A Documents b Result g4
nitldown/>wap AXes. Sort Personnel Area *|  American indian/Alaskan
Full Time Classified - Perzonnel Areg 1790
# of Employees
Dept of Enterprize Services
Personnel Area = Gender =  Ethnic Origin =
1790 Dept of Enterprise Services . 10Miot assigned 2 Gender Female
American Indian/Alaskan 1 Ethnic Origin  10/Mot az=igned  American Indian/Alazkan
Aszian or Pacific lzlander ] Full Time Claz=ified 2 1
Black/Not Hizpanic origin 3 # of Employees
PR (‘ ull Time Clazzified £ 57,114 63,468
White/Mot Hizpanic origin 66 Avg Salary
=t B Full Time Exempt 1
Wake Emerican Naan/Aaskan. # of Employees
Asian or Pacific lslander 2 Full Time Exempt g 61,032

Result: The rows and columns of the generated report results have been swapped.

White/Not Hispanic origin 16 | | # of Employees
ac

=

Characteristic values in Rows

Section 8: General Topics / BW/BI Report Context Menu
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The Bookmark context menu item allows the user to save their report modifications once they have applied

Bookmark

filters, sorted columns or defined any other report settings. A Bookmarked report will also retain the

variable values used to run the report.

In the following example, the Distribution of Payroll and Related Costs report was run with user defined

settings.

To create a Bookmark to save report
settings for future use:

1. From the report results,
click any item in the
table to open the
context menu.

2. Select Broadcast and
Export ->Bookmark:

Distribution of Payroll and Related Costs

Display As Table

* Columnz
* Key Figures
¥ Hows
= Biennium
= Agency
* Pay Period End Date
* In-Period
* For-Period
= Employee
* Position
¥ Free characteristics
= Activity
* AFRS Program Index
* AFRS Task
= Allocation Code
* Appropriation

ﬂ Infurmatiun| Send| Print Version | Export to Excel [ Comments

Bienninm=  Apenrv S Paw Perind Fnd Date >  In-Period =
3
gy | Dock 201022
Goto 4
Fitter r
__Change Drilldown b
Broadcast and Export 8| Broadcast E-Mail
Save View Broadcast to Portal
Froperties Y Broadcast to Printer

Calculations and Tranzlations »

Documents
Sort Biennium

Expon tog Canwr

Bookmark

T O

201022

For-Period &
201014

201015

201016

Section 8: General Topics / BW/BI Report Context Menu
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The “Save Bookmark to Browser Favorites” is
displayed with a popup asking if you want to
allow this webpage to access your Clipboard.

If you select “Don’t allow”, you get the
“Save Bookmark to Browser Favorites” with
the “Add to Favorites” option, but without
the “Copy to Clipboard” option:

Save Bookmark to Browser Favorites =l E3

\Internet Explorer ||

ri@ Do you want to allow this webpage to access your
?. Clipboard?

If wou allow this, the webpage can access the Clipboard
and read information that vou've cuk or copied recently,

[.ﬂllow accessl [ Don't allow ]

Copy to Clipboard JJ

Bookmark

|
Save Bookmark to Browser Favorites =l E3 |

Infernet Dxploser, x|

r{@ Do you want to allow this webpage to access your
?. Clipboard?

IF wou allow this, the webpage can access the Clipboard
and read information that wousve cut of copied recently.

’.D.IIDW aCCEss ] [ Don't allow ]

Copy to Clipboard JJ

Save Bookmark to Browser Favorites =E8

Would you like to add your Bookmark to the Web Browser favorites?

Or would you like to copy your Bookmark to the clipboard?

Add to Favurites" Close || it

Section 8: General Topics / BW/BI Report Context Menu
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Bookmark

If you select “Allow access”, you get the “Save Bookmark to Browser Favorites” with
the “Add to Favorites” option and the “Copy to Clipboard” option:

ESEEEEEE—_—_———————————————————————————————————
Save Bookmark to Browser Favorites =lE

Internet Explorer =

ri@ Do you want to allow this webpage to access your
?. Clipboard?

IF wou allows this, the webpage can access the Clipboard
and read information that vou've cuk or copied recently,

[P.Ilnw access] [ Don't allow ]

Copy to Clipboard JJ it

| Save Bookmark to Browser Favorites =l E

Would yvou like to add your Bookmark to the Web Browser favorites?

Or would you like to copy your Bookmark to the clipboard?

Copy to Clipboard || Add o Favorites || Close | |

Section 8: General Topics / BW/BI Report Context Menu
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Bookmark

To add the Bookmark to your [ttt ]
Browser Favorites:
i setEwioter X]|
?n.q) Sl i

1. Select “Allow access” or
“Don’t allow”:

I you allows this, the webpage can access the Clipboard
and read information that vou've cut or copied recently,

Would you like to add your bookmark to the web browser favorites?

2 S l “Add F ' , ’ ST— ] [: et ] Or would you like to copy your bookmark to the clipboard?
. elect to Favorites™:
- Copy to Clipboard || || | :: — Copy to Clipboard | Add to Favorites || Closs |

T;'-.Ud 1 Favorite. ],
Add a Favorite

. ]
2/\{ Add thiz webpage as a favorite. To access pour
favarites, wizit the Favartes Center.

3. The “Add a Favorite” M ame: BEx ‘Web - Distribution of Payroll and Felated Costs
popup is displayed:

Create i 5.7 Favorites '
4. Click the “Add” button

sdd ||| cancsl |
(you can change the name
of the Favorite if needed):

Section 8: General Topics / BW/BI Report Context Menu 20



The Bookmark personalized report has now been
added to your Browser Favorites:

To generate your Bookmark report, access your
Favorites list = Select the Bookmark:

To delete the Bookmark, access your Favorites -
Bookmark >Right Click > Delete

Section 8: General Topics / BW/BI Report Context Menu

Bookmark

S| Tools  Help

Add to Favarites, ..

Organize Favorites. ..

£ | BI Suite Business Explarer
| Business Inteligence

g | Citrix

£ | DOP Service Center

€| CRS Online Services

m Emplovee Self Service

€| Inside DOP

Z7 BEx Web - Distribution of Payroll and Related Costs

| Tools  Help

Add Bo Favorites. ..
Organize Favorites. .,

& | BISuite Business Explarer
£ | Business Inteligence

& | Citrix

& | DOP Service Center

& | DRS Orline Services

m Emplovee Self Service

£ | Inside DOP

™ EBEx Web - Distribution of Payroll and H

Open
Prink

Send To b

uk
Copy

Create Shortcut

Renarne E

Sork by Mame
Properties
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1.
2.

This option copy’s a link for
the Bookmarked report to
your Clipboard.

Select “Allow access”:

Select “Copy to Clipboard”:

Bookmark

Save Bookmark to Browser Favorites

rk to Browser Favorites

|" Internet Explorer, ||

ke to add your Bookmark to the Web Browser favorites?

I’iﬂ Do you want to allow this webpage to access vour
i 7
?. Clipboard? u like to copy your Bookmark to the clipboard?

If wou allow this, the webpage can access the Clipboard
and read information that vou've cuk or copied recently,

[.ﬂllow access] [ Don't allow ]

Copy to Clipboard JJ

“Do you want to allow...popup
is displayed again. Select
“Allow access”:

The Bookmark link is now
copied to your Clipboard and
ready to paste into a
document or email.

| Copy to Clipboard || Add to Favurites| Clnse| ;

f Interneiplores ai

ri@ Do you want to allow this webpage to access your
?. Clipboard?

If wou allovs this, the webpage can access the Clipboard
and read information that you've cuk or copied recently,

Al access ] ! Don't allow

Section 8: General Topics / BW/BI Report Context Menu
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Bookmark Link:

https://myhrms.wa.gov/irj/servlet/prt/portal/prtroot/pcd!3aportal_content!2fcom.sap.pct!2fplatform_add_ons!2fcom.sap.ip.bi!2fi

Bookmark

Views!2fcom.sap.ip.bi.bex?BOOKMARK=DEGHOJPT8R3ZF3FBACM7T81VQ

Once you have copied your
Bookmark link to your
Clipboard, select “Close” to
exit the “Save Bookmark to
Browser Favorites” popup.

Save Bookmark to Browser Favorites

Would you like to add your Bookmark to the Web Browser favorites?

Or would you like to copy vour Bookmark to the clipboard?

Copy to Clipboard

Add to Favorites

Cloze

Section 8: General Topics / BW/BI Report Context Menu
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Reports run from the HRMS Portal allow the
user to set report properties in two ways:

1. Properties - Set properties such as
Display and Sort for items such as
Characteristics and Key Figures in the
report results using the Context Menu.

2. Query Properties - Set query
properties such as location of results
rows and how to display zero values in
the report results using the “Settings”
button on the report results.

Report Properties

Business area &

1790 Dep Back
Fiter
Change Drilldown
Broadcast and Export
Save View

Gender >  Ethnic Origin &

T
I 1om
]

10/02
]

10003

o

Calculations and Translations »

Documents
Sort Business area

b AllData Cells

Properties of Characteristic Business area (Result Set Context)

m Attributes. Sorting Advanced

Display Key & Medum Text ||
Display Results: Never j
Acceszs Mode for Result Sett | Posted Values ﬂ

. m Cancel

Display As Tatle

Affirmative Action Flexible Reporting

ﬂ Information | Send | Print Version | Exportto Excel| Comments | Filte gs

Last Data Update: 08/19/2012 02:15:05

Display As Table ﬂ Infl:lrmatiun| Send| Print\.-'ersil:ln| Export to Exoel| Cl:lrnments| Fitter Settings

Table Graphic ‘ﬁm Conditions

Data Provider

No exceptions are defined

Add | [ Detailz | [ Toggle State | [ Delete |

Close
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Properties

The Properties context menu item allows the user to change settings for report items such as
Characteristics and Key Figures. For example, the user may want to display a Characteristic as Key and
Text or sort a Key Figure value in Descending order. Property options vary depending on the report item

selected.

Common Property settings include:

Display Layout in which to present the characteristic. For example, display a Characteristic as Key and Text,
Text Only or no Display.
Sort By Sort Characteristic values. For example, sort by the Characteristic Key value or by the Characteristic

Text value.

Sort Direction

Sort direction of Characteristics. For example, sort Characteristic value in Ascending or Descending
order.

Suppress Results Rows

Determine whether the results rows of the Characteristic are suppressed. For example, always suppress
the results rows, never suppress the results rows, or suppress results rows that have only one value.

Calculate Result as

The Key Figure’s calculated result. For example, calculate results as a summation, as the maximum
amount, as the minimum amount, as the average of all values or suppress the results altogether.

Calculate Direction

Format of the calculation. For example, calculate the results along the rows or calculate the results
along the columns.

Calculate Single Value
as

Calculation of single values. For example, count all values not equal to zero, average all values,
calculate values as a ranked list, calculate the maximum value or calculate the minimum value.

Section 8: General Topics / BW/BI Report Context Menu
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Properties

The example below shows how to access the properties of Characteristics or Key Figures from the context

menu.

To access Characteristic Properties:

1.

. Click Properties - Characteristic.
. Change Property settings.

. Click OK to assign the new property settings.

From the report results, right click any
characteristic to open the context menu.

Properties of Characteristic Perzonnel Area (Result Set Context)

m Sorting ;, Advanced

Display: Key & Text -]
Dizplay Results: Always ﬂ
Access Mode for Result Set: | posted Values ﬂ

Result: Property settings will be applied to
the report results.

Perzonnel Area = Gender =  Ethnic Origin =

1110 Dept of Perzonnel Female 10#Not az=igned

American Indian/Alazkan

Back 4 Asgian or Pacific lzlander
i 3
Filter Black/Mot Hizpanic origin
Change Drilldown 3 : :
Broadcaszt and Export 3 SEIETE
Save View White/Not Hizpanic origin
HEs )]
I Properties M| Characteristic  [Epry s
I
Calculationz and Tranzlations ¥ 310 L .
s tific l=lander
Documents F  allData Cels S
Sort Perzonnel Area L FRanic angin
Hizpanic
White/Not Hizpanic origin
Rezult
Rezsult

- ﬂ Cancel

Section 8: General Topics / BW/BI Report Context Menu

26



Query Settings

The Query Settings allows the user to change settings for a query within a report. For example, the user
may want to display report results at the top of the report results table, rather than the bottom or display
zero values as an empty cell.

Common Query Settings include:

Display rows/columns
hierarchically

Place characteristics that are split over several rows or columns in one row or column in a hierarchy by selecting
“Display the columns [or rows] hierarchically...” and specify the node to expand the hierarchy to.

Results Position

Specify the location of the report results. For example, display results at the bottom/right of the report results or
display results at the top/right.

Display of +/- Signs

Specify how negative numbers are displayed. For example, display negative values as:
> -5
>5-
> (5)

Display of Zeros /
Show Zeros as

Specify how zero values are displayed in the report results. For example, display zeros:

> With Currency/Unit: Zeroes are displayed with the currency/unit (for example, $0.00). This is the default setting.

» Without Currency/Unit: Zeroes are displayed without a currency or unit entry (for example, 0.00).

> As Empty Cells: Cells containing a zero value remain empty.

> Display Zeroes As: Use this setting in conjunction with the Show Zeroes As field to specify the character to use to
display zeros (for example, an asterisk (*). All cells containing zeros will be populated with an asterisk (*)).

Suppress / Effect on

“Suppress” specifies whether columns or rows containing zeros are to be displayed. For example, suppress a column
that results in zero. The following options are available for Suppress:

> No: All Rows or columns with zeroes are displayed.

» Active: Every row or column that has a result of zero is not displayed. For example, if the row or column contains
the values 1, -1, 1, -1, the result is zero. The Active setting will suppress the entire row or column that results in
zero.

> Active (all values = 0): Every row or column containing zero values in all cells will not be displayed.

“Effect on” defines whether suppression of zero values should be applied to rows and columns,
only to rows or only to columns.

Section 8: General Topics / BW/BI Report Context Menu
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The example below shows how to access the Query Settings.

1. From the report results, click the Settings button. | Eite

2. Query properties is displayed.

3. From the Local Settings of Query window, change the Query settings.

Query Settings

4. Click Apply.

Layout

Exceptions

Conditions Data Provider

Apphy

Cance |

_Close |

[+] aternate Table Fow Styles

Cell-Specific Settings
Exceplion Visualization:  Color
[ Document kcons for Data
[_| Document icons for Metadats
[[] Decument icons for Masterdata

=]

Data-Specific Settings
[[] Display Repeated Texts
[+ Scaling Factors Visible

Result: Query Settings will be applied to the report results.

Section 8: General Topics / BW/BI Report Context Menu

28



Variables Entry

The Variables Entry context menu item allows the user to display the report selection criteria variables
screen.

The example below shows how to open the Variables Entry screen.

To view the Variables Entry screen: s S
# of Employees
Personnel Area o Gender %  Ethnic Origin 5
1. From the report results, click any 1730 DeptofEnterprise Services  Female  10Mot assigned 3
. American Indian/Alaskan 1
1item to open the context menu.
Asian or Pacific lslander ]
Hack |3
lmmleiblmt Uimmmmis seimin 3
. . . L Keep Fiter Value
2. Click Filter/Variables Screen. Keep Fiter Value on Axis
Broadcast and Export ¥ | Fitter and Dril Down By 86
Save View Select Fitter Value 84
Remove Filter Value
Properties —) I Variable Screen
Calculations and Transzlations
Documents » | Black/MNot Hizpanic origin 4
Sort Perzonnel Area ¥ | Hizpanic
Available Variants: J Sa-.-5| Save As.. | D5I515| Show Variable Personalization White/Not Hizpanic origin 16
General Variables Result 25
Variable = Current Selection Description Rezult 109
Calendar Month Prompt _ Single Value 032012 oazmz
Emp Status (Mandatory) 3 Active
Businezs Area (Optional)
Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services
0K || Check

Result: The Variables screen is displayed to allow the user to enter new or modify existing
variables for the report.
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